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Introduction 
 

Disclaimer:  All names and addresses included in this manual are fictitious.  Any 

similarity to those living or dead is purely coincidental. 

 

Although there currently is no state statute requiring the use of the Wyoming 

Immunization Registry (WyIR), all providers that administer immunizations within the 

State of Wyoming are strongly encouraged to use the system.  This system enables 

providers to easily report their immunization data via web-based software called the 

IWeb Application.  The IWeb Application gives providers a powerful tool to manage 

their immunization service delivery.  While the law does not require reporting 

immunizations, WyIR recommends doing so. 

 

The IWeb Application (https://iweb.state.wy.us/iweb_wy/main.jsp) allows authorized 

users to conveniently search for patients, add or modify patient vaccination records, 

physicians/vaccinators, vaccine lot numbers, create reports, perform reminder recall, and 

CASA exports.  Data entered into the IWeb Application is immediately stored in a secure 

IT environment at the Wyoming Department of Health.  Using the IWeb Application is 

100% compliant with all HIPAA standards and requirements. 

 

The IWeb Application is located at https://iweb.state.wy.us/iweb_wy/main.jsp .  The 

WyIR Technical Support Team is here to assist you!  We provide telephone support 

Monday through Friday from 8:00 – 5:00, except on official state holidays.  We welcome 

your call and look forward to speaking with you.   

 

 

The toll-free hotline is 1(800) 599-9754.

https://iweb.state.wy.us/iweb_wy/main.jsp
https://iweb.state.wy.us/iweb_wy/main.jsp
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Glossary of Abbreviations 
 

The world of immunizations contains quite a few abbreviations.  Here are just a few to 

help you along your way! 

 

ACIP  Advisory Committee for Immunization Practices 

AFIX   Assessment, Feedback, Incentives, and Exchange 

CASA  Clinic Assessment Software Application 

CDC  Centers for Disease Control and Prevention 

CHC  Community Health Center (includes all migrant CHC’s) 

DT  Diphtheria and Tetanus Vaccine 

DTaP  Diphtheria, Tetanus, and acellular Pertussis Vaccines 

HBIG  Hepatitis B Immune Globulin 

HBsAg Hepatitis B Surface Antigen 

HBV  Hepatitis B Virus 

Hep B  Hepatitis B 

Hib  Haemophilus influenzae, type B 

HL7  Health Level Seven 

IPV  Inactivated Polio Vaccine 

IRMS Immunization Registry Management System (a WyIR enrolled provider) 

MMR Measles, Mumps, and Rubella 

NIP  National Immunization Program 

OPV  Oral Polio Vaccine 

PCV7  Pneumococcal conjugate vaccine 7-valent 

PMS  Patient Management Systems 

Td  Tetanus and Diphtheria Vaccine 

Tdap  Tetanus, Diphtheria, and acellular Pertussis Vaccine 

VAERS Vaccine Adverse Events Reporting System 

VFC  Vaccines for Children Program 

VIS  Vaccine Information Statements 

VPD  Vaccine Preventable Diseases 

WyVIP Wyoming Vaccinates Important People  

 



  

  ii 

   

 

   

   

 

Data Entry Features, Tools, and Navigation Tips 
 

The IWeb Application makes it easy to enter data: 

 

ENTERING DATA INTO THE FIELDS 

DATA 
STORAGE 

(UPPERCASE) 

The application is not case-sensitive and data is 
stored (in the database) in capital (uppercase) letters. 

DATES The application pads the date fields with a forward 
slash (/) between month, day, and year.  Dates can 
be entered in the following formats: 

mmddyyyy 

mmddyy 

SOCIAL 
SECURITY 
NUMBER 

The application pads the social security number with 
the dash (-) in the appropriate places.  You may enter 
the numbers without dashes; i.e., 

123456789 

PHONE AND 
FAX NUMBERS 

The application pads the phone and fax numbers with 
parenthesis ( ) for the area code and a dash (-)  
between the three digit prefix and four digit suffix.  
You may enter phone and fax numbers without the 
dashes and parenthesis; i.e., 

########## 

ZIP CODES The application pads the zip code fields with a dash   
( - ) if the entire 9-digit number is entered.  Zip codes 
can be entered as 5-digits or 9-digits without the 
dash(es). 

 

The IWeb Application uses combo boxes, radio buttons, and other tools to help you enter 

data: 

 

APPLICATION CHARACTERISTICS 

DROP-DOWN 
MENUS 

 

Drop-down menus are displayed when the drop-down 
arrow is clicked.  A list of valid entries will appear 
either in alphabetical order, or the most frequently 
used order.  While the menu is displayed, you may 
type the first letter of the word and the highlighter will 
position on the first occurrence.  To locate the next 
occurrence, type the letter again.   

MANDATORY 
FIELD ENTRIES 

RED field labels indicate an entry is required before 
proceeding. 
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APPLICATION CHARACTERISTICS 

 
CHECK BOXES 

 

 

 

Press the TAB key to move through the checkboxes.  
Press the keyboard SPACEBAR (or point and click) 
to select the item next to the checkbox, or press it 
again to deselect the item. 

RADIO 
BUTTONS 

         

Press the TAB key to move to the desired set of 
radio buttons.  Press the directional keyboard 
ARROW (or point and click) to select (highlight) the 
desired radio button. 

SELECT 
ARROWS 

        

Select arrows appear when there is a list of items to 
choose from.  They appear after a search result 
displays.  Point and click it to select the item it is 
pointing to. 

 

 

The IWeb Application makes it easy to navigate through the data entry fields: 

 

KEYBOARD, EDITING KEYS, AND MOUSE 

TAB 

 

SHIFT TAB 

All the fields have a "TAB" order.  This means when 
the cursor is in a field and the TAB key is pressed, it 
will move the cursor to the next field. 

By pressing the "SHIFT with TAB," the cursor will 
move backward to the previous field. 

ENTER Pressing the "ENTER" key on most windows, 
executes the function to process the active page.  For 
example, while on the Patient Search window, the 
ENTER key will execute the Search function.   

An exception to this rule is when the TAB key is 
pressed that highlights a button, the ENTER key 
executes the button that is highlighted.  
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CHAPTER 1 GETTING STARTED 

Logging In 

 

1. Launch Internet Explorer by double-clicking on the Internet Explorer icon on 

your desktop or by selecting [Start/Programs/Internet Explorer] from your 

computer’s task bar. 

 

2. In the [Address] text box in Internet Explorer, type the following: 

https://iweb.state.wy.us/iweb_wy/main.jsp 

 

3. On the left side of the screen, you will see the SIIS logo with headings in black 

print underneath.  This is the Navigation column. 

 

 

 
 

Navigation Column 

Address Text Box 
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4. Under the [Main] heading on the navigation column click on LOGIN.  Type your 

assigned user name and password, and then click on the LOGIN button. 

 

 
 

 

Please note the suggestions listed under “Before logging in.”  If you do not disable 

your popup blocker, you may encounter a screen that informs you of a blocked 

popup.  To properly view the next screen, close out the blocked popup notification 

window, hold down the CTRL key on the keyboard when clicking your mouse.  This 

should allow the popup to be viewed. 

 

5. The following screen with your name should appear.  If you are unable to login, 

try doing so a second time.  Be sure and very careful when you enter your 

username and password.  If Windows places a stored password in the 

password text box, remove it and type your password. 

 

 
 

 

6. If you still can not login, contact WyIR Technical Support at 1-800-599-9754 
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Setting Up Favorites 

 

The IWeb Application gives you the ability to place under the Favorites heading links to 

those parts of the IWeb Application you use the most.  This keeps you from having to 

scroll up and down the page to choose a different feature of the IWeb Application. 

 

1. Click on the [Favorites] heading on the Navigation bar and then click on the 

[Add/Exit Favorites] link. 

 

                    

   

2. When the following screen appears, place a check mark next to the IWeb 

Application feature you use the most, as follows in the example below:  
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3. Scroll to the bottom of the page and click on the [Save] button.  The following 

screen demonstrates how your favorite links are then displayed in the Navigation 

column. 
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CHAPTER 2 PATIENTS 

 

Searching for a Patient  

 

1. Under the Patient heading on the Navigation column, click on the [Search/Add] 

link. 

 
 

   

2. The Patient Search screen will appear as detailed below: 
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3. Generally, the best way to search for a patient is by the first letter of the patient’s 

first name and the date of birth.  Enter this information and click [Search]. 

 

Note: The advanced search screen option, located in the upper right hand corner 

of the screen, offers help with twins and family entries.  Contact WyIR Technical 

Assistance at 1-800-599-9754 for help with this feature. 

 

4. The next screen to appear is the Patient Search Result screen: 

 

 
 

5. Click on the arrow to the left of the name of the person you wish to select to 

retrieve that patient’s record.  The demographic record appears as follows below. 

 

Note: You will only see address and phone information if you or someone in your 

office submitted this patient’s record to the Immunization Registry.  Once you 
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enter an address and phone number, you will always have access to the 

information you entered. 
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Editing a Patient’s Demographic Record 

 

1. Search for a patient by first initial and birth date.  Click on the arrow next to the 

patient’s name to retrieve the demographic record.  Remember!  You must 

update the demographic record if this patient is new to your office! 
 

 
 

2. Click the [Edit] button at the bottom of the demographic record.   
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3. The following screen will appear: 
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4. At a minimum, update the following data fields: 

a. Patient First Name and Last Name and also Middle Initial, if available 

b. Date of Birth 

c. Patient Gender (Female or Male) 

d. WyVIP Status 

e. Address, Apartment Number (if any), City, State, Zip 

f. Phone number, including area code 

g. Guardian First Name, Last Name 
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Assigning a Patient’s Gender  

 

A new issue that has arisen out of the new HPV vaccination is the need to designate a 

patient’s gender in WyIR.  Although entering a patient’s gender is now a required step 

when adding new patients, it is extremely likely that you might need to assign a gender to 

patients who have already been entered into the registry.  To perform this process, follow 

these steps.   

 

1. To assign an existing patient a gender category you will need to navigate to the 

patient’s demographic screen as depicted in the following screen shot: 

 

 

 
 

2. Once you have navigated to his screed you will need to left click on [Edit] at the 

bottom of the page. 

 

 

 
 

3. After you have selected “Edit” the demographic edit screen will appear.  The 

gender box is located in the upper left hand corner of the page as depicted in the 

following screen shot: 
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4. After you have located the gender box, left click on the down arrow to view the 

gender options as depicted in the following screen shot: 

 

 

 
 

5. After you have selected the appropriate gender option, navigate to the bottom of 

the page and left click on [Save] to finalize the procedure. 
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As your enter patients' vaccine information into the registry you will need to review each 

patients information to determine if they have been assigned a gender.  We apologize for 

the inconvenience, but this is a necessary step in allowing the system to correctly forecast 

HPV vaccinations.    However, when you add new patients to the registry, assigning 

gender will now be a required part of the process so the information is complete from the 

start.  If you have any questions, comments, or concerns about his process please feel free 

to contact a member of the WyIR Staff. 
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Adding a Patient 

 

Note: Before adding a patient, WyIR recommends searching for a patient by the first 

initial of the patient’s first name and his/her birth date.  Also, the office of vital records 

reports many children to the registry with the first name of “Baby.”  If you can not find 

the child you are looking for, try searching with “B” (for “Baby”) as the first initial of the 

first name. 

 

1. Under the [Patient] heading on the navigation column, click the [Search/Add] 

link. 

 

 
 

2.   The following screen will appear: Place a check mark next to the text at the 

bottom of the search screen which reads “Check here if adding a new patient.” 
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3. You must fill in the following data fields: first name, last name, birth date, 

guardian first name or mother’s maiden name, PO BOX or street address and/or 

phone number, as indicated in the example below: 

 

 
 

4. Click the [Search] button. 

 

5. The IWeb Application will try to find a match for your patient.  If the IWeb 

Application is unable to find a match for your patient, the following popup 

window will appear.  Click OK.  (If you have already searched by first initial and 

birth date, then the patient should not appear in the search results.) 
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6. You will see the following screen: 

 

 
 

7. Click the [Add Patient] button.   

 

8. At a minimum, complete the following data fields: 

 

a. Patient First Name and Last Name and also Middle Initial, if available 

b. Date of Birth 

c. Patient Gender (Female or Male) 

d. WyVIP Status 

e. Address, Apartment Number (if any), City, State, Zip 

f. Phone number, including area code 

g. Guardian First Name, Last Name 

 

Note: Often you will need to enter twins/multiple births.  Use the birth order and birth 

count field when entering twins and/or multiple births.  This will prevent the records 

from being incorrectly joined together.  Contact WyIR Technical Support at 1-800-599-

9754 for assistance with this feature. 
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Adding High Risk Categories 

 

The WyIR Program allows you to assign and edit High Risk Categories to patients who 

fall into one or more of the pre-specified High Risk Categories for the Hepatitis virus.  It 

is important to note that High Risk Categories can only be viewed by the clinic who adds 

them to a patient’s record in order to protect confidentiality.  To add a High Risk 

Category, perform the following steps. 

 

1. To start the process you need to search for a patient and navigate to the “Patient 

Demographic” by left clicking on [Demographics] in the Patient Sub Menu. 

 

 
 

2. After left clicking on [Demographics] the patient demographic screen will 

appear. 
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3. After navigating to the “Patient Demographic” Screen, you need to scroll to the 

bottom of the screen and left click on [Edit High Risk Categories]. 

 

 

 

 
 

 

 

4. Next the “Patient High Risk Categories” screen will appear as depicted in the 

following screen shot: 

 

 

 

 
 

 

5. To assign a High Risk Category to a patient, highlight the desired category by left 

clicking on it.  The category should become highlighted in blue as demonstrated 

in the following screen shot.  Once the category is highlighted left click on [>>] to 

finish the process. 
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6. After completing step 4 the High Risk Category should move into the “Current 

Categories” box as demonstrated in the following screen shot.  Red lettering 

identifying that the change occurred successfully will appear at the top of the 

page. 

 

 

 

 
 

7. At this point the patient has successfully been assigned a High Risk Category, 

which can now be viewed on the “Patient Demographic” Screen. 
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Removing High Risk Categories 

 

If a patient is assigned a High Risk Category, you have the capability to remove or edit 

that category if needed.  Please note that only the clinic that added a High Risk Category 

to a patient’s record will have the ability to see the actual category on the record.  Also, 

only the clinic who added the High Risk Category can remove or edit the category.  To 

remove a High Risk Category, perform the following steps: 

 

1. If you need to remove a High Risk Category left click on [Edit High Risk 

Categories] at the bottom of the “Patient Demographic” screen. 

 

 

 

 
 

 

 

2. After left clicking [Edit High Risk Categories] the “Patient High Risk 

Categories” screen will appear.  The High Risk Categories currently assigned to 

the patient will be displayed in “Current Categories” box. 
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3. To remove a High Risk Category from a patient’s record, highlight the desired 

category by left clicking on it.  The category should become highlighted in blue as 

demonstrated in the following screen shot.  Once the category is highlighted left 

click on [<<] to finish the process. 

 

 

 

 
 

 

4. After completing step 3 the high risk category should move into the “Available 

Categories” box as demonstrated in the following screen shot.  Red lettering 

identifying that the change occurred successfully will appear at the top of the 

page. 
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5. Finally, you should return to the “Patient Demographic” Screen to confirm that 

the High Risk Category is no longer present. 
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CHAPTER 3 VACCINATIONS 

Viewing a Patient’s Vaccination Record 

 

WyIR allows you to view all previous vaccinations a patient has received, 

providing they have been entered into the registry.  In order to view a patients 

immunization history your MUST RUN A “PATIENT SEARCH” ON THAT 

PATIENT FIRST.  Once you have run a patient search on the patient whose 

vaccination records you wish to see, follow this simple two step process to access 

the patients vaccination records. 

 

 

1. At the main menu selection screen on the left side of the page, left click 

on the “Vaccinations” menu option to bring up a three option submenu.  

On this submenu, left click on “View” (see diagram below). 

 

 

 
 

 

2. Once you have left clicked on “View” WyIR will search for the 

vaccination records of the patient you performed a search on.  Once the 

system has obtained the records the following screen will appear.  This 

screen represents all the immunization data of the patient listed in WyIR. 

 



 

 3.2 
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Vaccination Forecast View 

 

WyIR allows you to view a vaccination schedule for a patient.  This schedule will 

tell you when the patient’s next vaccination should be administered, and if any 

vaccinations are past due.  As with the “Vaccination View” option, you must run a 

“Patient Search” PRIOR TO attempting to view the vaccination forecast.  Once 

you have run a patient search on the patient whose vaccination forecast you wish to 

see, follow this simple two step process to access the patients vaccination forecast 

screen. 

 

1. At the main menu selection screen on the left side of the page, left click on 

the “Vaccinations” menu option to bring up a three option submenu.  On this 

submenu, left click on “Forecast” (see diagram below). 

 

 

 

 
 

 

 

 

2. Once you have left clicked on “Forecast” WyIR will search for the 

vaccination forecast of the patient you performed a search on.  Once the 

system has obtained the records the following screen will appear.  This 

screen represents the vaccination schedule for the patient based on the 

immunization data within WyIR 
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NOTE: In our example above the date that the patient should have received his/her 

immunizations is listed in red.  Because some of the dates listed have past, some of the 

vaccinations are listed as past due. 
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Vaccination Summary View 

 

 

WyIR allows you to view a vaccination report that shows groups vaccinations by 

vaccine family.  The primary use of the vaccination summary screen is to view a 

patient’s vaccination series or single antigens like MMR completion.  As with the 

“Vaccination View” option, you must run a “Patient Search” PRIOR TO 

attempting to view the vaccination summary.  Once you have run a patient search on 

the patient whose vaccination summary you wish to see, follow this simple two step 

process to access the patients vaccination summary screen. 

 

1. At the main menu selection screen on the left side of the page, left click on 

the “Vaccinations” menu option to bring up a three option submenu.  On 

this submenu, left click on “Summary” (see diagram below). 

 

 
 

 

2. Once you have left clicked on “Summary” WyIR will search for the 

vaccination summary of the patient you performed a search on.  Once the 

system has obtained the records the following screen will appear.  This 

screen represents the vaccination summary for the patient based on the 

immunization data within WyIR. 
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Adding Historical Shots - (Shots Given By Other Providers) 

 

1. On the Navigation column under the Vaccinations heading, click on the 

[View/Add] link to see the patient’s previously reported immunizations. 

 

 
 

2. Enter the vaccination date in the default date box, as indicated in the following 

screen: 

 
 

 

3. Using your left mouse button, double-click in the first blank text box to the right 

of the vaccine for which you wish to enter a historical shot.  In the example 

below, the user has entered  
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4. Click the    button on the bottom right of the vaccination 

view/add screen. 

 

 

Note: Do not necessarily worry about adding shots in their proper order.  The Registry 

will automatically change the order of shots based upon date given once entered.  Simply 

place the newest shot in the nearest open blank text box. 

 

 

5. After you enter the Historical Vaccination into WyIR, you may need to document 

where the vaccine was given, or where you received the vaccination 

documentation from.  It is important to include this information when possible 

because it helps future clinic determine where historical vaccinations were either 

given or documented incase validity questions come up.  To perform this action, 

first left click on the vaccination date you wish to enter comments for. 
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6. Once the Vaccination Detail screen appears left click on [Edit Record] at the 

bottom of the screen. 

 

 

 
 

 

7. You will then need to enter the patients WyVIP Status as you do when entering 

Administered Vaccinations, and left click on [Continue]. 

 
 

 

 

8. After you enter the WyVIP Status, the Vaccine Detail Edit menu will appear.  The 

comments bar is located towards the bottom of the screen. 
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9. In the comments bar type in the appropriate information to record where you 

received appropriate documentation of the historical vaccination. Appropriate 

documentation should include, at minimum, (1) the name of the clinic where the 

vaccinations were administered if know, and (2) the name of the individual at 

your clinic who entered the historical data.  After you have typed in your 

comment, left click on [Submit Changes] to finish the process. 

 

 

 
 

 

 

 

 

10. After you have submitted the changes the comments will be displayed on the 

Vaccination Detail screen. 
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Adding Administered Shots 

 

1. On the Navigation column under the Vaccinations heading, click on the 

[View/Add] link to see the patient’s previous reported immunizations. 

 

 

 
 

 

2. Enter the vaccination date in the default date box, as indicated in the following 

screen: 

 

 

 
 

 

3. Using your left mouse button, double-click in the first blank text box to the right 

of the vaccine for which you wish to enter an administered shot.  In the example 

below, the user has entered five dates for administered shots. 
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4. Click the    button on the bottom left of the vaccination 

view/add grid. 

 

5. The following screen will appear.  Select the WyVIP eligibility code from the 

drop down box and click the Continue button. 

 
6. The IWeb Application prompts you to link the doses of vaccine to the lot number 

used.  Although this can be bypassed by clicking on [Save] at the bottom of the 

page, it is highly recommended that you do not.  If you do not associate lot 

numbers with administered vaccinations it will impossible for you to identify 

patients by lot number in the registry in case of a lot number recall.  To assign a 

lot number to the administered vaccination, first left click on the [Click to Select] 

link, as indicated in the following screen. 
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7. The following window will appear.  Choose the lot number by clicking on the 

arrow next to the lot number administered.  Do this for each vaccine dose entered. 

 

 
 

8. Click the [Save] button at the bottom of the screen. 
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Editing and Deleting Immunizations 

 

Note: You can only delete administered immunizations if you or someone else in our 

office entered the administered immunization.  You can delete a historical immunization 

(marked by an asterisk) no matter who reported it. 

 

1. To edit an immunization, double-click on the date of the immunization that 

appears in the vaccination view/add grid, as indicated in the following picture. 

 

 
 

2. The vaccination detail screen will appear, as appears below.  Click the [Edit 

Record] button to make desired changes or delete the dose by clicking the 

[Delete Record] button. 
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Adding a History of Varicella and Other Contraindications 

 

1. At the bottom of the Vaccination View/Add grid, click on [Contraindications] at 

the bottom of the screen. 
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2. The following screen will appear: 

 

 
 

3. Choose the vaccination that is contraindicated by clicking on the vaccine combo 

box and then choose the specific contraindication by clicking on the Click to 

select link, as illustrated below. 
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4. A popup window will appear, as illustrated below.  Choose the reason for 

contraindication and left click on the appropriate reason. 

 

 
 

5. After selecting the appropriate reason code click the [Select] button. 

 

 
 

6. If the contraindication is permanent, as in the case of laboratory evidence of 

immunity, place a check mark next to permanent.  Then, click the [Add 

Contraindications] button, as shown below. 
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Deleting a Contraindication 

 

Deleting contraindications are an easy process.  To delete a contraindication follow these 

steps. 

 

1. Left click on [Contraindication] towards the bottom of the patients “Vaccination 

View/Add” screen. 

 

 
 

 

2. After left clicking on [Contraindication] the “Vaccine Contraindication” page 

will appear. 
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3. To delete the desire contraindication, left click on the [Delete] button next to the 

contraindication you would like to delete. 

 

 
 

4. After you left click on this button the contraindication will be deleted. 
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CHAPTER 4 LOT NUMBERS 

Adding Lot Numbers 

 

1. Under the Lot Number heading in the Navigation column, click the 

[Search/Add] link.   

 

 

 
 

 

2. The following Lot Number Maintenance screen will appear.  Note: Before you 

can add a lot number, you must first search to see if the lot number already exists 

in the database.  WyIR recommends searching by vaccine type only, as 

indicated in the following screen: 
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3. Clicking on the SEARCH button displays all lots entered for that vaccine type, as 

indicated in the following screen: 

 

 
 

4. If the lot number you wish to add does not already exist, click the [Add] button at 

the bottom of the screen.  Then, add the lot number, expiration date, and specify if 

the vaccine is publicly supplied or privately purchased, as indicated in the screen 

below. 

 

 
 

Note: Publicly Supplied means that the vaccines were received from the Wyoming 

Vaccinates Important People (WyVIP) Program. 

 

5. Click the [Add] button and the following screen will appear which will prompt 

you to enter additional information. 
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6. Click the [Submit] button when you are finished. 
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Editing Existing Lot Number 

 

1. Under the Lot Number heading on the Navigation column, click the 

[Search/Add] link.   

 

 
 

2. The following Lot Number Maintenance screen will appear.  To edit a lot number, 

you must first find and retrieve it.  WyIR recommends searching by vaccine 

type only, as indicated in the following screen: 

 

 
 

3. Click the [Search] button and the search results screen will appear, as presented 

below. 
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4. Click on the [Arrow] to the left of the lot numbers you wish to retrieve and the 

Lot Number Maintenance [Detail] screen will appear, as indicated at the top of the 

next page.  

 

 
 

5. To edit the selected lot number, click on the [Edit] button on the lower right-hand 

corner of the Lot Number Maintenance [Detail] screen.  A warning message 

dialog box appears that says, “When the lot number maintenance is in edit mode, 

it will block other users from saving vaccinations related to this lot number.”  

Click OK and the Lot Number Maintenance [Update] screen will appear, as 

indicated below: 
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6. On the Lot Number Maintenance [Update] screen you can edit the data fields, 

including inactivating a lot number.  To change the number of doses available, 

click on the [Add Doses] or the [Subtract Doses] button.  The following screen 

will appear depending on which option you choose: 
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7. Select the [Reason for Change] combo box and enter the number of doses to be 

added or subtracted and click [Submit].   

 

 
 

 

 
 

Note: The options available in the drop down menus for “Reason for Change” are   

          different for Adding vs. Subtracting doses. 
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8. After clicking on “Submit” the following screen will appear demonstrating the 

change.  In our example doses were subtracted from the lot number. 
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Lot Number – Reconciliation 

 
1. If there are discrepancies between the Lot Number Summary Report and the 

physical inventory in your fridge, go to the Lot Numbers section under the 

Navigation Columns and click on [Reconciliation] as detailed below.  The 

following screen will appear:  

 

 
 

2. For each applicable vaccination that needs to be changed, input the appropriate 

“Physical Inventory” count.  In the following example, the first DTaP was 

adjusted down one dose.  Also, select from the “Reason” drop down menu 

appropriate reason for the changes, if applicable.   
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In the next example, a lot of Hep-B was increased by 51 doses.  Notice the reasons in 

the drop down menu are different than in the above example where we were reducing 

the dose count. 

 

 
 

 

3. Click on the [Save] button at the bottom of the page in order to save the changes. 
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Lot Number Summary Report 

 

1. Under the Reports heading on the Navigation column, click the [Report Module] 

link.   

 

 
 

2. The following screen will appear.  Select Lot Number Summary under the 

Vaccinations Section of the Reports. 
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3. The following screen will appear.  As the reports for the WyVIP program are run 

on a monthly basis, be sure to select the appropriate date under the “Report Date” 

heading.  Also, be sure to check off “Publicly Supplied Only” when reconciling 

WyVIP Inventory.  Click “Create Report” to see the actual report. 

 

 
 

4. The following report is displayed.  Note that the Vaccines are listed by antigen 

type (i.e., DTaP) in alphabetical order; if you organize your fridge accordingly, 

the inventory process will go much smoother.   
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5. Print off the report and take it to the fridge to conduct a manual count of the 

physical inventory.  If the counts on the report are different than the physical 

inventory, take note and reconcile accordingly (see section 5.3 for details). 
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CHAPTER 5 REPORTS 

Printing a Patient Record 

 

1. In the Navigation column on the left-hand side of the screen, click on the 

[Patient Record] link below the Reports heading, as illustrated below. 

 

 
 

2. Click on the [Patient Record] link and the screen below will appear.  Place a 

check mark next to “Printable Version.” Click on the [Create Report] button.  

The patient record will open in another window.   
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Printing a WyVIP Eligibility Log 

 
1. In the Navigation column on the left-hand side of the screen, click on the 

[Report Module] link below the [Reports] heading, as illustrated below. 

 

 
 

2. Choose WyVIP Eligibility Log, as illustrated below. 
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3. The image that follows will appear.  Enter the desired date range and click the 

[Create Report] button. 
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Printing a Medical Record Report 

 

1. After a patient has been selected, a Medical Record Report may be printed off for 

them if requested.  In the Navigation column on the left-hand side of the screen, 

click on the [State Reports] link below the [Reports] heading, as illustrated 

below 

 

 
 

2. The following image will appear.  Click-on [Medical Record Report].   

 

 
 

 

3. An image will appear similar to the following; print and give to patient if a 

medical record of their immunizations is needed.   
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Printing a Patient Routing Slip 

 

1. After a patient has been scheduled for an appointment, this report can be helpful.  

In the Navigation column on the left-hand side of the screen, click on the [State 

Reports] link below the [Reports] heading, as illustrated below 

 

 
 

2. The following image will appear.  Click-on [Patient Routing Slip].   

 

 
 

 

3. An image will appear similar to the following – however on this one, the 

demographic information has been obscured.  Often times, this report can be 

useful to front desk personnel in order to see if a patient’s Forecasted 

Vaccinations fall appropriately within the date of the scheduled appointment.  It 

also can be useful for staff that provides the immunizations to complete when 

giving the vaccinations.  The appropriate staff simply has to complete the blank 

areas to the right of the received immunizations.  Afterwards, it can be placed 

within a patient’s chart to be entered into the Registry at a later time.  Print and 

give to the appropriate medical personnel as needed.   
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Note: The “Rec. Date” on the 

form stands for “Recommended 

Date” NOT “Received Date” 
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Printing a School Form 

 

1. After a patient has been selected, in the Navigation column on the left-hand side 

of the screen, click on the [State Reports] link below the [Reports] heading, as 

illustrated below 

 

 
 

2. The following image will appear.  Click-on [School Form]. 
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3. An image will appear similar to the following.  Of note, the demographic 

information has been obscured.  This form, once signed, is a legal medical 

document for admission into a school system in the State of Wyoming. 

 

 

 
 

4. In the above screenshot you will notice that the address and phone number of your 

clinic is not listed.  As such, you would need to hand write in this information.  

However, you can have the WyIR program automatically fill in that information.  

To do this you will fist need to navigate to the patient’s demographic screen by 

left clicking on [Demographics] in the Patient sub-menu. 
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5. After left clicking on [Demographics] the patient demographic screen will appear 

as depicted in the following screen shot: 

 

 

 
 

6. Once you have reached the “Patient Demographic” screen, left click on [Edit] at 

the bottom of the page to continue. 
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7. After you left click on [Edit] navigate to the “Other Information” section of the 

Patient Demographic screen as depicted in the following screen shot: 
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8. In the “Other Info” section, locate the “Facility” bar and left click on the down 

arrow to view the drop down menu.  Left click on the appropriate facility to for 

your clinic. 

 

 
 

9. After you have selected the appropriate facility, left click on [Save] at the bottom 

of the page.   
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10. After you left click on [Save] the main “Patient Demographics” screen will 

appear.  You should see the Facility you assigned the patient present on the 

demographic screen.   

 

 

 
 

 

 

 

 

11. At this point if you generate the school form the address and phone number of 

you clinic will be pre-printed at the bottom of the form as depicted in the 

following screen shot: 
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Printing WyVIP Eligibility Logs 

 

The WyVIP Eligibility Log allows individuals to print a series of reports that provide 

necessary information for the WyVIP program. 

 

 

1. To access the WyVIP Eligibility Log first left click on the [State Report] option 

underneath “Reports in the Main Menu. 

 

 

 

 
 

 

 

2. After left clicking on [State Reports] the State Reports menu will appear.  At this 

menu left click on the [WyVIP Eligibility Log] option.   
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3. After left clicking the [WyVIP Eligibility Log] option, the search parameter 

screen will appear as depicted in the following screen shot: 

 

 
 

4. To start running the report you will first want to put a desired date range into the 

“Vaccination Date” field.   

 

 

 
 

 

5. After you have entered your desired date range, you will need to decide which 

report choice you would like.  We will start by looking at the “Eligibility 
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Summary” option.  This option will print a report containing the number of 

vaccines you gave for each of the WyVIP patient categories (i.e. Uninsured, 

Medicaid, etc.) by age group.  To start make sure the “Eligibility Summary” 

option is selected as demonstrated below.   

 

 
 

 

6. Once this option is selected, left click on [Create Report] to launch the report. 

 

 
 

 

7. After selecting [Create Report] the “Eligibility Summary” will appear as 

depicted on the following screen shot: 
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8. The second option is the “Doses Administered” option.  This option will print a 

report containing the number of vaccines you gave for each vaccination type (i.e. 

DTap, Hib, etc.) by age group.  To start make sure the “Doses Administered” 

option is selected as demonstrated below.   

 

 
9. Once this option is selected, left click on [Create Report] to launch the report 
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10. After selecting [Create Report] the “Doses Administered” will appear as 

depicted on the following screen shot: 

 

 
 

NOTE – Since this report is a WyVIP Report, it will only display figures associated 

with WyVIP eligible patients, ineligible patients will not be included on the report. 

 

11. The third option is the “Inventory” option.  This option will print a report 

containing your monthly inventory.  To generate the report first make sure the 

“Inventory” option is selected as demonstrated below. 
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12. Once this option is selected, left click on [Create Report] to launch the report 

 

 
 

13. After selecting [Create Report] the “Inventory” will appear as depicted on the 

following screen shot:   
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                On this report the columns circled above are defined as such: 

 

A. Inventory – How many doses were in inventory at the beginning of the 

time period specified. 

 

B. Administered – How many vaccination of a particular vaccine were given 

during the time period specified. 

 

C. Current Stock – How many doses of a particular vaccine were left in 

inventory at the end of the time period selected. 

 

NOTE: This report currently has an error in that the software does not separate the report 

by office correctly, in that the report will currently give you total for all office affiliated 

with the WyIR Program.  This problem has been pointed out to our vendor, and should be 

fixed by version upgrade 4.0.2. 
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Printing A High Risk Category Report 

 

1. Select [Report Module] under the Reports option as shown below. 

 

 
 

2. Once the module has opened left click on the [High Risk Patients] option. 

 

 
 

3. Once you have selected [High Risk Patients] the High Risk Patient Report filter 

screen appears.  On this screen as shown in the next screen shot. 
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4. On this screen you will need to select the drop down arrow next to High Risk 

Category to access the high risk category options.  If you skip this step, then all 

high risk categories will be included in your report. 

 

 

 
 

 

5.  Once the High Risk Category menu has launched, left click on the desired 

category to select that category. 

 

 

 
 

 

6. To additionally narrow the report, you can limit the patients by who have received 

specific vaccinations.  To do this you will need to left click on the drop down 

arrow next to Vaccination as illustrated on the following screen shot: 
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7. After you have left clicked on the drop down arrow, a list of vaccinations will 

appear.  Select the vaccination you wish the report to focus on in the same manner 

as you selected a High Risk Category.  If you do not select a vaccine, then the 

report will not be filtered by vaccination type and will report every individual 

who has been assigned to the high risk category you selected within your IRMS. 
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8. Once you have selected the High Risk Category and Vaccination Filters as desired 

for you report, left click on [Create Report] to launch the report. 

 

 

 
 

 

9. Once you have launched the report, the report will appear in a screen similar to 

the following screen shot: 
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CHAPTER 6 ADVANCED FEATURES 

Reminder/Recall 

 

Reminder Recall is strongly recommended as a tool to increase your office’s 

immunization coverage levels.  The Reminder Recall feature of the IWeb Application is 

also extremely flexible.  The WyIR Technical Support staff is happy to assist you 

with this feature.  We encourage you to contact us at 1-800-599-9754 for help.  To 

execute the report, follow these easy steps. 

 

1. In the Navigation column on the left-hand side of the screen, click on the 

[Reminder Recall] link, as illustrated below. 

 

 
 

2. After you select [Reminder Recall] the following screen will appear. 
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3. To start the process of you may want to select DO NOT INCREMENT RECALL 

COUNT (RUN RECALL) as detailed next to the arrow above.  Ordinarily when 

Reminder/Recall is run, a "count" gets added to the patient's record.  Once the 

threshold (Maximum Recall Tries) is reached, the patient will no longer receive 

reminders/recalls. The recall count is reset for a patient once a historical or 

administered vaccination is entered. If you want to do a "practice" run to view the 

number of patients that are to be reminded/recalled, you would want to point and 

click this checkbox to "NOT" add a count; otherwise, leave it UNCHECKED. 

 

 

 
 

 

4. Next, you will need to enter the desired Reminder/Recall date range into the 

appropriate field.  If you leave this field blank, the program will search all patients 

you belong to you in the registry.   
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5. After selecting the desired birth date range, you will want to select which 

vaccinations you would like the program to look for missing dates on.  There is a 

vaccination menu at the bottom of the screen that contains the list of vaccines the 

program is capable of searching for.  Simple left click on the box next to the 

desired vaccine or vaccines you would like to search for.  In the following screen 

shot the selected vaccinations are the ones reviewed during your advantage visits. 

 

 
 

6. After you have completed the above steps left-click on [Run Reminder Recall] 

button at the bottom right-hand side of the screen to continue. 

 

 
 

7. After a few second a window will be displayed telling you how many patients are 

in your recall group.  Left click on OK to continue. 
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8. After left-clicking on the [OK] button in the pop-up, you will then have the option 

of selecting the output type.  Left-click on the Patient Listing option to launch the 

report. 

 

 
 

9. After left-clicking on [Select] a report similar to the following will appear. 

 

 
Please note the portions of the report have been intentionally obscured to protect confidentiality.   

 

10. The patient names presented on this report are the names of patients who have 

missed recommended vaccinations.  The report gives you the patient’s name, 

contact information, as well as what vaccines were missed and when they should 

have been given.   

 

 

If you have any questions or comments about this report please call the Wyoming 

Immunization Registry Help Desk at 1-800-599-9754
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Data Backup Procedure 

 

There are many instances that you may wish to have a back-up of your data.  If you are 

conducting a mobile clinic and need to take records in the field, these steps can help you.  

If you are concerned about the Internet or the Registry being down and not being able to 

access files when needed, these steps can help you as well.  We strongly recommend 

conducting these backup procedures at least once a month. 

 

There essentially are three steps to creating searchable PDF files of your facility’s 

Registry information. 

 

1. Create Patient Detail Report 

 

2. Saving File on Desktop 

 

3. Searching backup file 

 

The aforementioned steps will be outlined in further detail in the following pages. 
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Create Patient Detail Report 

 

In order to create a backup of your data, go to the Reports section on the Navigation 

Column and select the [Report Module] section.  The following screen will appear. 

 

 

 
 
From the Patients section of the Reports module in the upper right hand corner of the 

page, select the [Patient Detail Report].  The following screen will appear. 
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Note that the IRMS listed most likely is different than yours.  According to your log-in 

rights, your IRMS has already been predefined.  For this example, we will use Albany 

County PHN-Laramie.  Since we want to create a local back-up of all that have been 

vaccinated at your facility, we will select “Run By-Service,” rather than “Run By-

Ownership.”  If you select the latter option, you run the risk of not capturing patients that 

had been seen by your facility as well as another.  For this example, we will look at all 

patients, active and inactive, that had been served at your facility with a vaccination listed 

within the last 100 years. 

  

PLEASE NOTE:  The steps outlined in this manual apply all but two of the facilities in 

the State of Wyoming, Laramie County PHN and Natrona County PHN.  Due to the size 

of their patient record database, the Patient Detail Report will have to be broken out in 

the following age ranges: 0-5 years of age; 6-10 years of age; 11-20 years of age; and 21 

years or older.  If additional assistance is needed to accomplish this task, please contact 

the WyIR Help Desk at (800) 599-9754.  
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Please follow the guidelines listed below in the screenshots: 

 

 

 
 

When you have selected the search criteria, click on the [Create Report] button in the 

lower right hand corner of the screen. 

 

Note: Although it may be tempting in order to speed up the process, you can not have 

two different reports open at the same time.  Please be patient and run only one report at a 

time. 

 

 

Thirdly, you will need to determine 

what type of patients you want to 

include in the report.  For this report 

you will also want to include both 

Active and Inactive Patients in order 

to have a complete report. 

Second, you will need to enter the age 

range for the report.  For this report, 

we will look at those patients that have 

vaccination dates listed for the past 

100 years. 

First, be sure to select “By Service” to capture all 

that have been seen at your IRMS. 



 

 6.9 

After clicking the [Create Report] button, a screen similar to the following will appear.   

 

 
 

 

Note: Since the report is run off of a live database, some of the patient information is 

obscured (e.g., first and last name, phone number) in order to protect patient 

confidentiality. 

 

Now that we have the Report outlining the basic patient demographic information, we 

now want to be able to save it in a searchable format.  Continue to the next section to 

learn how.   
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Saving in a Searchable Format 

 

To save the report as a searchable document, follow the steps detailed below.   

 

 
 

1. Go to the “Page” icon in the upper right hand corner of the web browser. 

2. Click [Save As…]. A dialogue box similar to the following will appear: 

 

 

Click on the “Page” icon 

Then click on “Save As…” 
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It is recommended that you save the backup to an easily accessible place, such as 

your desktop, so that you will be able to find it quickly if ever necessary.  This 

example will detail how to do such, as demonstrated above: 

 

1. Click on the [Desktop] icon. 

2. Right click in the open area, and Select [Create New Folder]. 

3. Name the folder “Patient Backup.” 

4. Once defined, create a file name specific to the backup immunization date range. 

5. Click [Save]. 

 

An icon similar to the following will appear on your desktop: 

 

 
 

Double-click on the icon to view the contents contained therein.  For this example, the 

following information is displayed: 

1. Click on the Desktop icon 



 

 6.12 

 

 
 

Double click the document contained therein, and a web page similar to the following 

will be displayed: 

 

 
 

Congratulations – you have successfully completed the data backup procedure.  In order 

to search the document for a patient, please continue to the next section.  
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Search Registry Backup File 

 

If you followed the instructions in section 6.11, your Registry Back-Up file should be 

open and ready to search.  To do so,  

 

1. Click on the drop-down arrow next to the Magnifying Glass icon in the upper-

right hand portion of the screen.  After clicking on the icon, a drop-down menu 

like the following should appear in the upper right hand corner of the screen as 

well:  

 

 
 

 

2. Left click on [Find on This Page], and a screen similar to the following will 

appear: 
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In this example, we will search for patient “Anderson.”  After clicking on the 

Next button, the search reveals the following info: 

 

 
 

Once again, information has been obscured in order to protect confidentiality.   

 

3. If this is not the “Anderson” that you were searching for, please click upon the 

“Next” button to continue your search.  If you do so, a screen similar to the 

following will be displayed. 
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There are many ways to search for a patient:  Last Name, Birthday, or Phone Number, for 

example.  This searchable backup format is really preferable to having to potentially turn 

patients away if the WyIR is down – you can now search your patient’s records no matter 

what the situation may be.  Happy Searching! 
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CHAPTER 7 ADDITIONAL INFORMATION 

Advanced Features 

 

Thank you for taking the time to review the WyIR Application User Guide.  In addition 

to the basic features contained in this manual, the WyIR Application offers additional 

tools to assist you.  These tools include: 

 

 Forecast Settings 

 Management of your Vaccine Inventory 

 Adding/Updating Physicians and Vaccinators 

 Adding/Updating Facilities  

 Personal Settings 

 Tracking High-Risk Patients 

 Tracking Vaccination Deferrals in the event of Vaccine Rationing 

 Exporting data to the Comprehensive Clinic Assessment Software program 

(CoCASA) 

 Tracking Pandemic Flu Priority Groups 

 Entering Birth Order for twins 

 

Contact the WyIR Technical Support hotline at 1-800-599-9754 for assistance with 

these helpful features or for any other needs that you may have. 
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WyIR Program Contact Information 
 
 

John Anderson, MA Lisa Wordeman, BS 

WyIR Program Manager WyIR Trainer 

(800) 599-9754 (800) 599-9754 

(307) 777-5773 (307) 777-2413 

(307) 777-3615 (fax) (307) 777-3615 (fax) 

john.anderson@health.wyo.gov lisa.wordeman@health.wyo.gov 

Contact for the following: Contact for the following: 

WyIR General Questions WyIR Technical Questions 

WyIR Program comments/issues WyIR Training Questions 

WyIR Staff comments/issues 
 WyIR Technical Questions 
 WyIR Training Questions 
 

mailto:john.anderson@health.wyo.gov
mailto:lisa.wordeman@health.wyo.gov
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Vaccine Cheat Sheet 
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Notes 

 
 

 

 

 


